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Preface 


The idea for this book came from a conversation I had with my mother. She 
had been invited to a dinner party with some high-profile people, all with 
interesting backgrounds, world experience and sound general knowledge. She 
thought she would be out of her depth and have nothing to offer for 
conversation. Mum can hold her own in any situation as her general 
knowledge is vast from a lot of reading and many hours listening to the AM 
radio talk back shows. She always appears interested and is forthright in 
getting conversations going. Yet she still felt nervous. 


For some people shyness in a social gathering comes from the belief you 
are unable to contribute anything enlightening or relevant to the conversation, 
or from the fear of appearing ‘stupid’. If you have been out of the work force 
for several years raising young families or have been otherwise kept from 
regular social events, you often find that you are no longer confident and 
have lost the ‘art’ of socialising. Many people feel this way. 


This book will give you the insight and inspiration to deal with all aspects 
of social functions. Drawing on experience, both good and bad over the 
years, combined with practical information, this book will help you feel 
confident and prepared to embrace any social gathering. 
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BON LANGUAGE 


‘I speak two languages, Body and English.’ 
unknown 


Body language speaks louder than words. Research has shown a huge 55—70 
per cent of the way we communicate is through this means. Even when 
speaking, our message is conveyed more through our vocal tones than the 
actual meaning of the words we use. Unlike words, which can be twisted to 
mean anything if we try hard enough, body language is usually on an 
unconscious level and conveys what we are really feeling. Once you are 
familiar with what message you are sending with your body language, it 
becomes easier to change it to reflect the message you want to portray. It is 
perhaps our most powerful form of communication. It can help facilitate 
conversation, diffuse awkward situations and put people at ease. It will also 
assist you in persuasion, influence and making friends quickly and allows 
you to detect the message someone is sending you. Body language can help 
us interact with people from other cultures when language becomes a barrier. 


Very few of us are an open book, where we blurt out exactly how we are 
feeling and what we are really thinking. We can be saying one thing, while at 
the same time, thinking something completely different. Generally we choose 
our words very carefully in order to avoid hurting someone’s feelings or to 
mask our own. From the smallest gesture to the way we enter a room, we 
speak volumes about how we feel about ourselves. Your level of confidence 
or self-worth will determine how others treat you. To gain someone’s trust 
and friendship they need to feel comfortable with you. 


The way our eyes move in a certain direction when asked a question, our 
posture, facial expressions, and gestures reveal whether we are telling the 
truth, are uncomfortable, shy, nervous or simply not interested. You can 
discover if someone is attracted to you or use it to create romantic interest in 
someone you desire. It helps us communicate both subtle and complex 
meaning. Learning the art of reading body language could put you at a huge 


advantage whether with friends, work colleagues or new acquaintances. You 
can use these skills to make you appear more confident, charismatic, 
interesting and to command respect. Reading the body language of others 
will help you to detect what they are feeling and you can adjust your 
approach or the course of conversation until you get the desired effect. 


Easier said than done? Well, we need to start somewhere, and these basic 
skills in body language will help you the next time you find yourself in an 
awkward situation at a social gathering. You may even surprise yourself and 
really start to enjoy meeting new people and discovering how they react to 
things. On the other hand it may be quite alarming when you discover that 
others aren’t interested in you, or that talking to you is a chore. You may be 
familiar with ‘the scan’, when you are talking to someone but they are 
constantly scanning the room for someone else to talk to, hoping to make an 
escape. I have been on both sides of that equation, and it is uncomfortable 
either way. 


The impression you make as you enter a function can determine the effect 
you will have on people for the rest of the event. If you appear confident and 
self-assured, people will believe you to be so even if you are a nervous wreck 
on the inside. It is merely a guide, as body language can be misinterpreted, 
but here are some points to keep in mind. 


How Eo enker A voom 


¥ Maintain straight and erect posture and hold your head high 
¥ Make good eye contact with everyone you meet 
¥ Smile—it makes you more approachable 


x Nod occasionally as people talk to you to acknowledge what they’re 
saying. 


Greeting, people 


¥ Introduce yourself with a smile 


% Have a firm handshake. 
Confident postures 


¥ Standing with your hands behind your back 
¥ Clasping your hands gently in front of your stomach 
¥ Touching your fingertips together 


¥ Standing upright—when you feel a sense of pride your vertebral column 
will stretch naturally 


¥ Stand with both feet on the ground (not shifting your weight) 
x Walk with slightly wide strides 


* Move energetically and use your hands expressively. 
Overcome, NEYVOUCES¢ 


* Don’t fidget—it is an obvious sign of nervousness 
* Hold something securely such as a handbag or glass 


* Focus on what the other person is saying—it helps take your mind off 
your nerves. 


Overcontident Ov ¢ uperior pos Luve¢ 


% Placing both hands behind your head while stretching back 


¥ Puffing out your chest to appear bigger. 


Awareness of others 


Interest 


This is a major point in body language. When showing interest in someone 
you need to take into consideration eye contact, personal space and body 
orientation. Steady eye contact shows interest and respect, and should be used 
70-80 per cent of the time. Personal space is the physical space between you 
and the other person you are talking to. Usually you don’t allow anyone into 
your own personal space unless you are already familiar with them and like 
them, or are interested in them. Body orientation is the direction of your body 
in relation to that of the other person. If you are interested, your shoulders 
should be parallel to theirs; if not, they face a direction away from that 
person. If someone is interested in you, they use good eye contact, have you 
within a close personal space and are positioned toward you. 


Flirting 


Your instincts will often tell you when someone is flirting with you or it will 
happen naturally if you are attracted to someone. But there is some body 
language to watch out for which is linked with flirtation. For instance, when a 
girl wants to flirt or she finds someone interesting, she might play with her 
hair, twirling, twisting or flicking it. When someone sees something they like, 
their pupil size gets bigger. If the person you are interested in is not sitting 
next to you, then their feet should be pointing towards you if they return the 


feeling—even better if they are facing you with their body. Smiling is a 
given, but it should be wide enough to reveal the front teeth. 


Offending people 


When you feel uncomfortable with your surrounds or you are somewhere 
where you don’t know anyone, you usually take the defensive position. You 
see people use this position when they are offended. This might include 
folded arms or legs with the head looking down. Naturally shy people with 
lack of confidence also use this stance so use this as a guide not the rule. If 
you are talking to someone and they have taken the defensive position, think 
about what you have said, try a different tack or apologise. Be prepared to 
talk about something else. 


Confusion 


When someone is confused they often scratch their head or back of neck 
using one finger. If you’re explaining something to someone and you see 
them using this gesture, slow down and take time to make sure they 
understand what you are trying to say. 


Frustration 


Frustration is often displayed when the palm is used to rub back of head or 
neck. 


Anxiety 


Anxiety is complex because there is usually more than one signal. Some may 
be: fingernail biting; fidgeting; sweating; tapping or wiggling the feet, 
especially when seated; moving palms up and down while rested on leg; 


chewing lip; massaging the temples; and nervous head movements. 


Bored 


If someone is bored with your conversation, you usually don’t receive much 
eye contact and they may start looking around and fiddling with objects 
within reach. For example, if at a restaurant the person may fiddle with 
cutlery or, if sitting at a desk, with a pen. 


Lying 


This can be tricky to detect as some people are skilled in the art of lying so 
you need to be able to pick up on at least a few signs. These may include: 
poor eye contact, especially looking down to the left; palms facing down or 
in pockets, which implies dishonesty; slouched posture; and touching the 
nose or ears. 


Aggression 


Aggression can be a serious problem and if you feel at all in danger, move to 
a populated area as soon as possible. However, much aggression is a learnt 
behavioural pattern which has nothing to do with you, and everything to do 
with them. Things to look out for are: clenched fists; the squaring of 
shoulders; stiff posture; glaring or staring strongly at a person. 
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pARr Ey 
‘Life may not be the party we hoped for, but while we’re here we 


should dance.’ 
unknown 


It’s the day of the party/wedding/reunion, and although you have had the 
invitation on your fridge for weeks, you have put the question of what you 
are going to wear in the too hard basket at back of your mind. Now you are 
frantically trying on everything you own, and with clothes and shoes strewn 
everywhere, you are left standing in your underwear saying ‘I have nothing to 
wear’. With a little pre-party planning, you can avoid the last minute panic 
and look forward to that special occasion, knowing you are looking your best. 


Recently, my family and I travelled to a wedding out of town. I unpacked 
my bag and planned to get ready, but when I laid out my clothes I realised my 
all-important camisole was missing. I frantically checked and re-checked my 
bag only to find it was not there. The camisole was to be worn under a very 
low-cut wrap-around top making it a very necessary item (so I did not offend 
the other guests with an obscene amount of cleavage). In my desperation, I 
went to my mum and both of my sisters-in-law in the hope they could help 
me out of my predicament with a spare. I was left with no choice but to 
commit fashion suicide armed with a trusty safety pin and my maternity bra 
as a makeshift camisole. 


My brother had a similar experience of being unprepared when he was 
having a night out and, stepping onto an escalator, he looked down and 
realised he was wearing one black and one brown shoe. Earlier that evening 
he had been deciding what shoes to wear, so tried on one of each pair, and 
asked his wife which looked better. When she had responded, ‘whatever ... 
but more importantly, how do I look?’, he was so distracted, he forget to 
change one of the shoes. 


It doesn’t matter whether you are painting your living room wall, studying 


for an exam or going to a party—it’s all about the preparation, and the more 
meticulous you are about it, the better the result. 


My husband often leaves before the sun rises to travel interstate for work. 
Trying his best not to wake me in the early hours, he often gets dressed in the 
dark. While sitting in the taxi to the airport, he quite often discovered he had 
a mismatched suit jacket and pants—he has learnt his lesson. Now, the night 
before he goes on a business trip, he lays out everything he will need to wear 
on the living room couch to avoid being half-suited at important business 
meetings. 


lucpwakion 


Before the big event, regardless of its formality or your gender, it pays to 
plan ahead. Going to a social function or party is an opportunity to get 
inspired—look around and have fun looking through your wardrobe or going 
shopping. Ultimately you want your complete look with great hair and 
fabulous accessories to make a striking impression. If you’re looking good 
and feeling good about yourself, it empowers you to be confident whatever 
the occasion. Remember, confidence exudes attractiveness. 


First and foremost check your invitation for the dress code. This will help 
you decide whether to dress casual, cocktail, formal etc (see Understanding 
dress codes). If nothing is specified, assume it is smart casual or check with 
the host. Once you know the formality of the event you can start thinking 
about what to wear. Inspect your closet to see if you have something 
appropriate for the occasion. Don’t leave it to chance—try things on well in 
advance with shoes and accessories. The item may not fit the way you 
remembered or may not look right in the end. You can change a look slightly 
with accessories, different shoes, a colourful wrap or a new bag. Don’t leave 
this until the last minute—take time to think about what look you want to 
achieve and more importantly what is going to flatter you. 


Planning, 


Things to consider in advance: 


¥ Is a gift required? It could be a bottle of wine for the hostess, a birthday 
present or a more elaborate wedding gift (see Gift giving) 


¥ Who will be attending? 


¥ Know the address and how to get there. You don’t want to waste time or 
have an accident on the way because your face was buried in a street 
directory while driving. Diffuse potential arguments with your partner 
by agreeing on the direction you will take to the event before you get in 
the car—you don’t want to start the evening off in a bad mood 


* If you plan to drink, organise a designated driver or plan for public 
transport or a taxi home 


¥ What are you required to bring? Is it BYO? 

Who is going to babysit (if you have children)? 

¥ If you are required to hire a suit or tux, give yourself plenty of time. 
It’s also important to start planning how you will look: 

¥ Look at what you have in your wardrobe to wear 

¥ Consider what accessories you might want to wear 


¥ Consider what grooming you may have to have done and book into a 
salon or make a time in your diary to do it yourself before the event 


¥ If buying an outfit, buy that before shoes and accessories 
¥ Polish shoes and buy new laces if required 


¥ For men, socks must match suit colour—if you don’t have the right ones, 
put it on a list to buy 


* Belts must match shoes—again, if you don’t have the right ones, put it 


on your list to buy 


¥ Shirts will need to be ironed and items possibly dry cleaned. Put this in 
your diary to have done. 


How bo look your beck 


Know how to flatter your figure, whether you are male or female. This is the 
most important feature of looking your best. It may be one thing to have the 
designer label, or something trendy in the colour of the moment, but if it 
doesn’t highlight your best features—or if it highlights your worst—you 
won’t look or feel your best. Here are two key questions: 


* Does your outfit maximise your best assets? If you have a slim waist, 
wear something tight around the waist to show it off. If you have nicely 
coloured eyes, wear something which emphasises the colour 


* Is your outfit age-appropriate? You don’t want to come across as being 
ashamed of your age. 


Ways for women to look their best 


Again, show off your best feature! Don’t dwell on the less attractive parts of 
yourself. For example, if you have great arms, go with a sleeveless top; if you 
have great shoulders, go strapless or wear something with spaghetti straps; if 
you’re lucky enough to have fantastic legs, show them off in a short dress and 
stilettos. If your eyes are your most beautiful feature, enhance them with 
striking makeup, hair pulled off your face and earings in a colour that 
complement your eyes. 


Choose classic simple styles to make a statement. More common styles 
include: 


* Bottom heavy: An A-Line dress or skirt suits this body type; this kind of 


cut is generally narrower at the top and flaring slightly wider towards 
the bottom—it can be great style for most figures 


¥ Smaller busted or petite figures: Empire waist dress or top suits this body 
type; the waistline sits under the bust and gives the illusion of length, 
and also hides a thick or short waist and bottom-heavy figures 


* Great arms: Halter neck dresses are great for those with slender arms; 
this is a dress where two pieces of fabric, ranging from thin straps to 
draped fabric, cross and meet behind the neck. Spaghetti straps are a 
feminine way to show off good arms and shoulders 


* Great waist: Sheath dresses show off the waist; this is a figure-hugging 
dress with no belt or waist band and it accentuates the waist, and is 
usually worn as a short dress and is perfect for a thin well-toned figure 


* Tall: A ball gown is only worn to a very formal event, but it suits 
medium to taller figures as it has the illusion of shortening the body 
length; it is a long dress with a fitted bodice and full skirt, and is great 
for hiding full hips, legs, bottoms and tummies 


* Most body shapes: A basque waist is flattering on most body shapes as it 
gives the illusion of length; the waist line is a ‘V’ or ‘U’. Halter neck 
dresses also suit most women (also see Great arms, above). 


Ways for men to look their best 


¥ Tall: Avoid vertical stripes as they give the illusion of height. Wear suits 
with two buttons rather than three. With casual wear, a shirt tucked in 
with a belt works best to shorten the body 


¥ Thin: Avoid fabrics that cling. Wear straight legged pants 


¥ Short: Pinstriped, or two- or three- buttoned suits with long lapels are 
best. Stick with dark colours and avoid bold patterns or pants with cuffs 


¥ Mr Big: Pinstriped suits and bold/dark colours are best. Choose shirts 


with pointed collars or, if occasion allows, wear shirts untucked to cover 
middle age spread. Wearing a sports jacket can help camouflage a thick 
middle. 


Know you best colours 


Best colours for women 
Keep in mind what suits your complexion, eye and hair colour but here are 
some guidelines: 


¥ Black—darker colours are most flattering and slimming and are always 
elegant 


¥ Red, gold and bold prints—great for evening wear 


¥ Pastels, medium brights and soft prints—suitable for dressy day time 
occasions 


* Blues, pinks and whites—a great choice for nearly everyone. Depending 


on their shade, they suit all occasions but royal blue is especially good 
for evening, with lighter shades being better for day. 


Best colours for men 


As for women, it is important to choose a colour that complements your hair, 
eye and skin colour. If you are not sure what suits you, do not be afraid to ask 
for advice from a shop assistant, partner or friend. 


* Black—again, this is a slimming colour but avoid wearing from top to 
toe 


¥ Pink—don’t be afraid of wearing a pale shade of pink. According to 


former model Sandy Dumont, ‘shades of pink restores youthful pigment 
to older faces’ 


* Blue—this is a flattering colour for most men which is why many 
business shirts are this colour. It enhances skin tone 


¥ Bright colours—don’t be afraid to wear colour, particularly in the 
warmer months which lends itself to lighter and brighter colours. 


Generally, beige is a bad colour as it rarely complements anyone’s colouring, 
and men with ‘salt and pepper’ hair should keep grey and taupe colours away 
from their face as they can make your overall appearance seem lifeless. 
Avoid bold patterns as the idea is to draw attention to your face and not your 
clothes. 


shopping 


Take the stress out of finding the perfect outfit by giving yourself heaps of 
time to find it. It is best to shop around and do all the leg work by yourself— 
take a friend when you have already found a few dresses you like. Not only is 
it fun but it is always a bonus to have a second opinion. 


Here are some pointers to consider before you head out: 


¥ Plan ahead—to get started early, leave a couple of weeks for your dress 
and extra time to find shoes and accessories. Make a note of what you 
already have that you could use or dress up 


¥ Set your budget—this narrows down your search and prevents impulse 
buying 


¥ Dress for the task at hand—wear or bring appropriate underwear, 
especially a strapless bra which is useful for strapless or spagetti strap 
dresses and tops. Matching underwear to your dress is crucial. Take your 
dress when purchasing bras and body slimmers. Look out for straps, 


lines and bumps showing through your dress. Wear clothes that are easy 
to get on and off (for example, slip on shoes and pullover tops) 


Hair and makeup—think about how it will go with your outfit. You may 
need a new lipstick or different shade of eyeshadow 


* Is it comfortable? Walk, sit and bend in it. Do the seams or buttons pull? 
Does it need tailoring? 


* Look from all angles—use a three way mirror if one is available to give 
a full view of how you look 


¥ Fitting—never buy anything that doesn’t fit properly. This includes 
panty lines showing, stretching, or bulkiness 


¥ Don’t get tricked by a bargain—if it doesn’t look good, no matter how 
much you save, it is wasted money. 


(hoes 


Shoe advice for women 


There is a degree of Imelda in all of us, and we love an excuse to buy a new 
pair of shoes. But when buying, keep in mind that as well as being an 
important part of the overall look, it is also important that the shoes you buy 
are practical and comfortable. Ideally, you want to be able to wear them on 
many other occasions. Legs definitely look better with a bit of a heel but 
there is no point in breaking an ankle if you’re not used to wearing stilettos or 
ruining your evening with aching feet in a pair of shoes that only look good. 


Also consider: 


* Pantyhose? If wearing closed shoes, good-quality pantyhose can make 
your legs look beautiful. Fishnet pantyhose are a trendy alternative. 
Experiment with different colours and patterns but don’t overdo it 


* Bare legs? Peep-toe or strappy shoes need bare legs. Consider good- 
quality fake tan and always remember your grooming! 


Shoe advice for men 


Shoes are just as important for men! Well-made leather shoes can make an 
outfit. Shoes can change the overall look of a man’s outfit. The main issue is 
to match your shoes with your outfit—never wear casual shoes with dressy 
clothes or vice-versa. Also, be mindful of your sock choice—wear dark socks 
with a dark outfit, light with light. 


Accescorice 


Accessories for women 


Accessories, as with hair and makeup, can make or break your overall look. 
A special event or a party is a great excuse to add glamorous jewellery to 
your outfit. However, the key is to generally keep the bling at bay and not 
overdo it—remember that, in most cases, less is more. The last thing you 
want is to look tacky. 


¥ Simple dress styles can cope with more bling 

x Add glamour with costume jewellery 

¥ Dress up a pant suit with a brooch 

¥ Layer pearls or crystals and pair with bracelets 

Add a jewelled clip or flower to accentuate an up-hairdo 


% Use an embellishment near a body part that you want to call attention to. 
For maximum effect, wear one stunning piece of jewellery 


¥ Large intricate jewellery looks best on simple clothing rather than shiny, 
patterned or intricately beaded fabrics 


% Make sure you are not draped in jewellery. 
Accessories for men 


It is simpler for men—it comes down to watches, belts, cufflinks and 
sometimes jewellery. Importantly, make sure your belt matches your shoes. 
As for jewellery, keep it minimal but good quality. 


Groommg, 


Grooming for women 


This is vital for looking your best. Think of hair, face, body, and nails. 
Remember that you will need less makeup when you face is well groomed 
and great hair is fabulous, so this is an important part of looking your best. 


* Hair—cuts, trims or colours should be done a week or two before the 
event, particularly if you are going for a new style, so it has time to 
settle. Experiment with different hair styles to match the style of your 
dress. If you decide to have your hair styled professionally, make sure 
you book in well in advance 


* Beautician—if you want body or facial treatments, such as waxing, 
facial peels or exfoliants, it is wise to have them done at least three days 
ahead to avoid red blotches or the plucked chicken look. Consider 
having a pedicure if wearing open shoes—it’s worth it 


x Face—when applying makeup, don’t leave it to the last minute. 
Applying makeup in the car can leave disastrous results, so make sure it 
is applied in a well-lit room then check your look in similar lighting 


conditions to the event venue. If you are not used to wearing a lot of 
makeup, take care not to overdo it. You can create a dramatic effect 
without going from Pollyanna to drag queen 


¥ Smell—don’t forget to smell as good as you look. Eau de parfum can be 
too strong depending on the scent but a subtle use of eau de toilette or a 
body spray is beautiful. 


Grooming for men 


Many men don’t seem to consider grooming to be important—don’t be one 
of them! A well-groomed man is confident man. Consider wearing a cologne 
but make sure it’s appropriate for the occasion—you don’t want to wear a 
heavy aftershave when attending a summer alfresco ‘do’. 


Generally the same rules apply for men as for women when being 
prepared: have clean, tidy hair; shave if clean-faced and trim if bearded or 
moustached; trim nose and ear hair; consider applying a men’s moisturiser; 
and wear deoderant and perhaps cologne. 
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‘Get dressed for success.’ 
Steve Edwards 


On most invitations a dress code will be specified, but there is often 
confusion over what is expected when a dress code is stated. You need to 
know what the difference is between formal (white and black tie), casual, 
semi-casual, business casual and business professional. Occasionally an 
invitation will say ‘black tie optional’ ... so will you wear one or not? When 
80 per cent do and 20 per cent don’t, which group do you want to be in? 
Usually within the first 10 seconds of arrival, your eyes have automatically 
scanned every other person in the room and it doesn’t take long to calculate 
how well you blend in compared to the other guests. 


You may want to stand out, but only in a good way. What you don’t want 
is to be noted for under-dressing or over-dressing. This will only result in 
diminishing your confidence—you become preoccupied with thoughts of 
what you should have worn, kicking yourself for not wearing the ‘red dress’ 
or ‘grey suit’ and forget to focus on the next skill required ... conversing. 


To eliminate the confusion we have included a list of every possible dress 
code that you may encounter, detailing what is acceptable from shoes to 
accessories. 


white Tie—very Torral 


* Him: A tuxedo, full-dress with tie, white vest, white shirt, black patent 
leather shoes (refer How to wear a tuxedo) 


x Her: A long evening gown in an elegant fabric, such as silk, satin or 
chiffon, with elegant shoes. Accessories should be glamourous, such as 
long gloves and/or a dainty tiara. 


Black Tie—formal 


* Him: A tuxedo, black bow tie, white shirt, black lace up shoes (refer 
How to wear a tuxedo) 


¥ Her: A long dress or evening separates in an elegant fabric (see above). 
Accessories should be glamourous. 


Black tie optional 
¥ Him: Option of black tie or dark suit and tie 
¥ Her: Cocktail or long dress, or evening separates. 
Creative black tie—themed parties (your interpretation) 
x Him: Modern with tuxedo, maybe black shirt no tie. A western theme, 


for example, may mean something fun like a cowboy hat and boots with 
a tuxedo 


¥ Her: Short dresses, or separates. A Halloween theme, for example, may 


mean an elegant black satin gown but with fake vampire teeth to look 
like a ‘bride of Dracula’. 


How to wear a tuxedo 


A tuxedo is the ultimate in formal attire. It is important to know when and 


how to wear one. Follow these rules and you will always feel appropriately 
dressed: 


* It may not be stated, but it is expected that a tuxedo is worn to events 
such as opening nights for exhibitions, for theater productions, the opera 
or symphonies 


¥ It is better to invest in a well-fitting tuxedo than to borrow an ill-fitting 
suit from a friend 


A tuxedo should always be accompanied with a cummerbund (waist 
sash) which should be worn with the pleats facing upwards 


¥ For the ultimate look, a hand-tied bow tie is required (no clip-on’s) 


¥ There are various styles to be considered when buying a tuxedo, for 
example, double breasted (better on slender men) and single breasted 
(most common and most flattering). 


Formal (usually the came ac black kio 


x Him: In a very trendy situation, men can wear a black shirt with no tie 
with a dinner jacket 


¥ Her: Dress to be % or ankle length made from more elegant fabrics, such 
as silk or satin. 


Semi formal 
* Him: Dark suit and tie for after hours and a suit and tie for daytime 


* Her: Cocktail dress for after hours and a short dress or dressy suit for 
daytime. 


Business Formal 
* Him: Suit and tie 


x Her: Dressy tailored suit (not slinky or sexy). 


weddings 


Ultimate Formal White Tie 

x Him: White tie, cummerbund, vest and white shirt 

x Her: Long gown with glamorous accessories eg: furs and diamonds. 
Formal 


x Him: Night—tuxedo for ‘Black Tie’ or dark suit to complement 
women’s ‘short black dress’; Day—a dark suit and tie 


x Her: Night—long dress or dressy cocktail with beading, wraps or bling 
accessories; Day—a short dress, dressy suit with hat or gloves optional. 


Semi Formal 

* Him: Night—dark suit and tie; Day—a suit and tie 

* Her: Night—cocktail dress; Day—a short dress or suit. 
Informal 


x Him: Night—suit and tie; Day—dress shirt, dress pants and sports jacket 
preferable 


% Her: Night—cocktail dress; Day—short dress or suit business dress is ok 
for morning wedding. 


Things to remember 


* Him: Tuxedos are only for evening wear and do not break from tradition 
unless specified. If no code is specified, a dark suit is always a safe 
option 


¥ Her: Wearing the same colour as the bridesmaids and the mother of the 


bride is acceptable but traditionally wearing white is not. Keep pastel 
and floral dress attire for the daytime and black and sequins for the 
evening. It’s best not to wear see-through or sexy outfits. 


Lounge suk— smärt- suiting with a twish dike gong Lo the racep 


* Him: Darker suit with a white shirt and tie 


¥ Her: Shorter length dress, or smart suit with a fancy top. Accessories can 
include gold jewellery such as a brooch, and, of course, gorgeous shoes. 


Cocktail 


% Him: Dark suit (tie optional) 
¥ Her: Short elegant dress such as a little black dress which falls below the 


knee (glamourous and elegant, and not too frilly). Accessories could 
include jewelled hair clips, beaded bags and stillettos. 


mlormal—otken tought of ac cacual buk ic khe same ac cemi 
formal 


% Him: Dark suit 


% Her: Short dress and high heels. 


Casual—anythng goes 


* Him: Jeans, shorts, pants, loose shirts or t-shirts 
% Her: Jeans, shorts, t-shirts, summer dresses. 
Dressy Casual—dressed-up casual look 
Him: Pants, sports jacket (no jeans, shorts or t-shirts) 


¥ Her: Dressy separates, short dress (no jeans, shorts or t-shirts). 
Fancy dvecc—how bo have maximum eHect with minimum effort 


¥ Costume shops provide costumes for almost any theme but this can be 
costly and takes pre-planning for availability 


¥ Alternatively, use a few accessories to highlight the theme. For a pirate 
theme, for example: a black pirate hat, fake sword and eye patch 


¥ For minimum cost and with a bit of imagination, most of the ‘two-dollar’ 
and thrift shops, carry items like wigs, gloves, feather boas, swords, face 
paint, glitter, jewellery and coloured hair spray. The range is endless and 
the result can be just as effective. 


(OUNVING 
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CONVERSATION 


(rARTER 


‘Conversation about the weather is the last refuge of the 
unimaginative.’ 
Oscar Wilde 


You find yourself standing there, in that uncomfortable silence, wishing 
someone had something to say. It has been good so far. You have covered 
every topic that normally comes up—the weather, sport, family, your job— 
but only 5 minutes have passed. That moment of uncertainty comes when 
you’re not sure how to move on, or what else to talk about. For now, the only 
thing being exchanged is a strained grin and a raising of the eyebrows as you 
make eye contact. You think about the events of the last week, but you can’t 
come up with anything. 


Starting a conversation is one of the hardest parts of socialising. Some are 
easy, especially with someone you know really well, while others are hard 
work and just getting the conversation off the ground can be stressful and 
unless you learn the art of it, you are less likely to want to meet new people 
and social functions can become a chore instead of an adventure. 


My mother-in-law is a master in getting people to talk. I can leave her with 
someone she has not met before and in 10 minutes she will come back and 
tell me their life history. She will make a statement, such as ‘So I guess the 
President didn’t really mean what he said’. If the other person already knows 
about the topic they are compelled to respond, but if they don’t, they are 
prompted to ask ‘Why, what did he say?’—the conversation is off and 
running. She drops these one liners all the time, and to her credit, is never at a 
loss to find something to talk about. My husband, although he wouldn’t admit 
it, is showing more and more of his mother’s traits. He will drop hints about 
things when I call him at the office but will make me wait until he gets home 
to tell the full story. This of course, leaves me pondering all day, and the 


minute he gets home I am very attentive, waiting for that moment when the 
kids give us a minute, for me to ask ‘so, tell me the rest—what happened?’. 


This is not typical of the situation you find yourself in when attending a 
social event but there may be some situations that ring true for you. 


pectic fikuakions 


¥ People you are meeting for the first time: Politely greet the other person 
and introduce yourself and then ask about them. How do they know the 
host? (e.g. birthday party)/how are they involved in the event? (e.g. fund 
raising event). What do they do for a living? Where do they work? 
Where do they live? Do they have children? 


* People we know well and see often: How are they? Did anything 
interesting happen in their week? How is that project they are working 
on? How are their children? Have they seen any good movies lately? 


¥ People we know well but haven’t seen for a long time: What has 
happened in their life since you last saw them? Are they still at the same 
job? Are they still living in the same area? Have they had (more) 
children? Have they seen so-an-so? 


We get to the end of these strings of questions and find ourselves looking for 
the next person so we can repeat it all over again. Wouldn’t it be nice to 
change this routine? If you come away from a social event smiling because 
you have had a genuinely good time, it’s usually because conversation went a 
little deeper than what is described above. You’ve had a good laugh, talked 
about some interesting topics, your opinion has been heard, you may have 
learnt something new, you have shared some things and contributed to the 
conversation and not only is the event memorable but so are you. 


A social event should be an opportunity to unwind, have some good food 
and drink and especially great conversation. We are sure the tips listed below 
will help you be prepared when conversation is lacking and needs a boost. 


Delivery 


It is also important to think about delivery. When talking, be aware of the 
tone of your voice—it should be pleasing to the ear. You do not want to be 
too loud or too soft. I struggle to hear people clearly when there is any 
background noise and it makes conversing a strain as it is necessary to get 
them to repeat everything and this does not help with the flow of the 
conversation. So be aware if you are talking too softly and speak up if you 
find yourself having to repeat things. If you talk too loudly, people tend to 
stand back from you and raise their eyebrows, so soften your voice. 


beng Lhe odd one ot 


These tips are helpful for one-on-one conversations but sometimes we find 
ourselves in a situation (one I can relate to extremely well) where we are 
seated at a table or standing in a group of people who all know each other 
except for you. 


This often occurs when attending your partner’s work dinner or a wedding 
and you are seated at a table of strangers. I have been to many, many work 
functions of my husband’s where he has been the host and is required to 
mingle with the guests making sure everyone is having a good time. 
Unfortunately, I am often left with a group of people I don’t know, smiling 
politely while they all discuss things I know little about. I listen intently, 
hoping I can join in the conversation so I will be less conspicuous. I want to 
support my husband by being by his side at these events but once we had 
children and I had a legitimate excuse for not attending due to lack of 
babysitters—it was a relief not to go. 


But with practise and some helpful tips it gets easier and even though it 
may still be a challenge it can be very rewarding to leave these events 
knowing you were confident and held your own. 


Using a segue—moving smoothly from one topic of speech or 
conversation to another—will assist you in joining in with conversations 
when the topic being discussed is something you know nothing about. My 
husband is from Canada and knows very little about cricket. When he first 
arrived in Australia, it was often the topic of conversation when meeting with 
work colleagues or business acquaintances. To show interest, he would ask a 
question like ‘Is cricket only played in the summer?’ When they responded 
affrimatively, he would mention that the summer sports in Canada are golf 
and football, and then lead on with: ‘do you play golf?’ This opened up the 
opportunity for the conversation to change without offending anyone. 


Gettu Lhe conversation Song, 


Have you ever found yourself talking about something and then wondered 
how the conversation ended up where it did? Often when talking with friends 
I find we cover five different topics in five minutes because the mention of 
one thing triggers another. Recently, it went like this: ‘Strawberries are 
expensive at the moment’/’I know, it’s because there has been no rain’/’ Yes, 
but it’s so hard on the farmers so you can understand why they charge 
more’/’Did you know there’s a new tv show where bachelor farmers are 
looking for wives?’ Your conversation has gone from strawberries to 
bachelors in a few minutes. 


If you find yourself completely stuck for conversation, memorise a few of 
these questions and see where the conversation leads. For more ideas, see 
chapter on ‘Getting to know someone’. 


* If you could choose happiness in either fame, wealth or romance, which 
would it be? 


* If you could become invisible whenever you wanted to, what are some of 
the things you would do? 


* If you had to choose only four things to eat or drink for the rest of your 
life, what would they be? 


¥ If you could choose an age to be for the rest of your life, what would it 
be? 


¥ If there was only one week before a nuclear war, what would you do? 


* Out of all the things you have accomplished, what is the most important 
to you? 


¥ If you could return as an animal, what would you be? 


¥ If you had a dinner party and could invite 5 well-known people (from 
any era) who would you choose? 


¥ If you had the choice of any super power, what would you choose? 


¥ If you were marooned on a desert island, what three things would you 
want with you? 


¥ If you were given one million dollars to spend, what is the first thing you 
would buy? 


¥ If you could choose what to dream tonight, how would it go? 


¥ If you could be any famous person for one week, who would you 
choose? 


* If you could be the CEO of any existing company, which one would it 
be? 


Tips ko remember 


If you keep in mind the following points the next time you choose to start a 
conversation, you may find it interesting and even fun meeting new people or 
catching up with old acquaintances. 


¥ Keep your questions open ended. This means there is more than a ‘yes or 


no’ answer. It forces a person to elaborate and helps with the flow of the 
conversation. It also allows for the opportunity to say more which may 
trigger other thoughts for you to discuss 


* Questions should not be drilled at a person. Giving some feedback after 
the question has been answered on a related topic or some interesting 
information helps to alleviate the feeling they are facing a firing squad. 
Asking too many questions quickly will leave them feeling 
uncomfortable and feel like they are getting the third degree 


¥ Lighten things up. Try to think of an amusing story or episode that has 
happened to you recently to help the other person relax. People are more 
open to conversing when relaxed and it will also make you appear more 
human. Everyone loves to laugh and they are more likely to warm to 
you 


* Use subjects that you have tested before and are proven to work. Over 
time you can build up quite a repertoire of subject headings to use in 
these situations. Pay attention to what has a good response and use them 
again and again. It may just be sport or weather or perhaps something a 
bit more meaty like pet peeves or the latest movies. You may like to 
treat it as a game, testing different topics to see which ones get the 
interest of the person you are talking to. Which topic draws their 
attention the most and gets conversation flowing 


* Before you attend the function, think about some things you may need or 
want to say. Practising out loud beforehand will help you appear 
confident and intelligent 


* Remembering small details about friends and acquaintances is a good 
way to start a conversation. It may be a detail about their children, 
hobby or a recent holiday they have been on. This will show you are 
genuinely interested and they are more likely to open up to you 


* While conversing, remember not to talk over the other person. Always 
let them finish what they are saying because constantly interrupting 
someone will only end up in frustrating the other person. Apologise 
when you interrupt and ask them politely to continue. 


Good conversation is an important skill. It helps reveal more about a person 
—the way they see the world, their life and others. The way we converse also 
reveals a lot about us and is often the way we are seen or perceived by others. 
Good conversation is a skill that can be learnt and mostly involves paying 
attention to the other person. It also involves good skills in talking as well as 
listening. 


S 


(PEECHE( 


‘There are always three speeches, for every one you actually gave. 
The one you practised, the one you gave, and the one you wish you 
gave.’ 

Dale Carnegie 


When it comes to public speaking you’re either gifted or you’re not—it 
comes easily only for some. Everyone will have to do it at some point in life 
whether at school, uni, wedding, 21st even if just a response or a TFC (thanks 
for coming). To stand up in front of a group of people, where all eyes are 
focused on you, is very daunting and the thought of doing a speech can turn 
you into a nervous wreck for days leading up to it. Preparation is the key. 
Even movie stars that seem faultless in their craft, can be turned into a 
fumbling mess when faced with a thank you speech at the Oscars. And those 
that can talk a leg off a chair in everyday situations, find themselves lost for 
words and completely tongue tied when faced with giving a formal speech. 
The pressure of saying something profound, interesting and funny in front of 
a group of people has even the most confident person feeling nervous. 


Being well prepared in both the ‘writing of’ and the ‘how to deliver’ a 
speech are the foundations from which you can present a successful and 
memorable speech and in turn will also help alleviate some of those jitters. 


Types of speeches 


The occasion for which you are giving a speech will largely determine the 
type of speech you give, be it formal, factual, sentimental, or light and 
humourous. Some of these might include: 


¥ Any birthday which marks a significant age (18th, 21st, 30th, 50th etc) 


¥ Graduation 

¥ Engagement 

x Wedding 

* Wedding Anniversary—Silver and Gold especially 
x Work Function 

% Farewell Party 


% Funeral. 
Formak your ¢ peech 


First and foremost, be prepared and start your research early. Being asked to 
give a speech is an honour and therefore requires your time and effort. 
Leaving a job like this to the last minute only creates panic. Here are some 
things to consider: 


¥ Think about why you are giving the speech 
* Have your facts straight, especially dates of events and names 


¥ Who is your audience? Are there grandparents or children present? Make 
sure your use of language and the tone of the stories that may be told is 
appropriate 


¥ Check the time frame allocated. The type of occasion should help dictate 
this unless specified 


¥ Think about the tone of the speech—should it be serious, light hearted or 
factual? Speeches can be written in many different formats from poems 
and limericks to a more formal delivery 


¥ Keep in mind that a speech is like a story; it should have a beginning, a 
middle, and an end. Try starting at the end first. By writing your 
conclusion you can decide the message you want to convey to your 
audience and then write the rest of your speech using this as a guide 


¥ Make a rough draft first and fine tune it later. Trying to write the perfect 
speech straight out only adds extra pressure. The best speeches usually 
come after several re-writes 


¥ Try to make three main points. As tempting as it may be to tell as much 
as you can about the subject/person you run the risk of losing and 
confusing your audience. Less is best—keep in mind what is the very 
least you want them to know 


* If you struggle putting pen to paper, try writing as if you are having a 
conversation with someone. Picture them and what you want to say to 
them, and then put it in writing 


* You want to grab your audience’s attention within the first minute. A 
good way to do this is to kick off with an entertaining story, humour if 
you can pull it off, or a provocative question. Once you have their 
attention you can keep it by using expressive words with visual impact 


* If the occasion allows, the audience will always prefer to hear your 
personal point of view 


¥ If you’re giving a speech with many facts or opinions, it’s a good idea to 
back them up with real life stories or factual examples every now and 
again. 


One final comment: Always end your speech on a good note. You could use a 


quote, give a pearl of wisdom or tell a story that will leave your audience 
laughing. 


The delivery 


By the time you give your speech in public, you should have already given it 
2-3 times in private. Practise with someone, out loud to a mirror, record it on 
a dictaphone or in front of a video camera. Try and memorise as much as you 
can, but use palm cards with bullet points if you need to. 


Consider using props or aids and anecdotes to make it more interesting. 
For example we had a slideshow running as part of a speech for my mother- 
in-law at her 70th birthday. At my wedding, the best man pulled out a 
suitcase full of things (including the ashtray out of my husbands 1st car) to 
illustrate their history together. 


Once you are up there, use direct eye contact. It’s good to scan the 
audience, however if this seems too hard, try looking at a group of people 
you are comfortable with or who seem receptive. Alternatively just look at 
the crowd as a whole. 


Remember to stand tall. This makes you appear confident (even if you’re 
not!) as well as helping you breathe and project your voice well. It’s also a 
good idea to have a glass of water handy for dry mouth. Speak in a normal 
conversational tempo. It’s easy to let your words run away from you when 
you are nervous, making it hard for the audience to keep up. Pause before and 
after important points. 


If you get emotional with a great choking lump in your throat, pause and 
take a deep breath, re-focus and push on. Showing some emotion is nothing 
to be embarrassed about (everyone is likely to be crying along with you 
anyway). It’s good to use expression in your voice—you don’t want to lull 
your audience off to sleep with dulcet monotones. 


Try moving around if you can and gesture while giving your speech. Don’t 
apologise for any nervousness or oratory failings—the audience will probably 
never notice. Remember they want you to do well so how can you fail? If 
you’re really not comfortable with public speaking try to do it with someone 
else or alternatively, make it short and sweet. 


If you smile, have fun and try to engage the audience, it is sure to go well. 


Making, a boask 


‘It’s been said people are more fearful of public speaking than they 
are of dying. We’re guessing it’s because they’re afraid of doing 
both—at the same time.’ Jim Overbey 


At many celebrations, giving a toast is the key event. Many people do not 
know how to give a toast, but the toast can be both meaningful and 
memorable with the proper presentation and an appropriate speech. 


Have you ever been asked to give a toast and then spent the whole event 
with butterflies in your stomach? You sit there sweating it because you know 
the time is coming when you will you have to stand up in front of all these 
people and say something. You forget to enjoy yourself because you spend 
every available moment rehearsing what you are going to say. It can be 
frightening, and toasts put the speaker indisputably in the spotlight, but with a 
few simple toasting tips, it doesn’t have to be frightening. Unlike a speech, a 
toast is usually brief, lasting no more than two minutes. Remember these 
three ‘P’s: 


Preparation 


% Know your audience—what is the event? For example, parents and 
attendants toast the bride and groom at a wedding reception, parents 
toast graduating children, and co-workers toast retiring employees 


¥ Are you thanking someone, or congratulating someone? 


¥ Start by thanking the benefactors. This is often forgotten, which is 
regrettable as usually a large amount of money has been spent. Thank 
them for their generosity before moving on with the rest of your toast 


* Be personable. It will be more meaningful if you use your own words 
and draw on personal experiences 


x Remember who you are honouring. What do you want to say about this 
person? Explain your relationship to the person being toasted for those 
who may not know 


¥ Stories and memories should be specific to them and complimentary. 
The point of the toast is to say something nice 


* Humour is acceptable as long as it is in good taste. 
Practise 
* Your toast will be more effective if you can deliver it without any notes. 


This will require practise but due to its short duration it is manageable 


x To avoid mumbling and stammering, rehearse what you want to say 
many times. Don’t try to be overly eloquent 


¥ If it’s possible, get to the venue early and practise your toast 


¥ The more you practise the more confident you will be. Try delivering it 
to a close friend to get some feedback. 


Presentation 


¥ It is important to be sober when making a toast. You do not want to 
embarrass the honouree or yourself 


x Make sure guests are prepared. For example, check wine glasses have 
been filled, that anyone being toasted is indeed present (and have not 
stepped away from the table), and you are between courses 


* To get everyone’s attention, stand up and raise your glass high enough 
for everyone to see. It may be necessary to say something like ‘May I 
have your attention please?’ Once you have gained everyone’s attention, 
sit your glass down again before proceeding. Resist the urge to tap your 


glass with a spoon to gain attention as this may cause breakage 


¥ Use eye contact throughout the audience but your main focus should be 
on the honouree while delivering your toast. This encourages everyone 
to look at the person being honoured 


* Talk slowly and clearly so everyone can understand 
¥ When you have finished speaking, invite everyone to join you by saying 


something like, ‘Please raise your glass and join me in a toast to [person 
being toasted].’ Then sip—not gulp—from your glass. 


6 
TELLING [OKE, 


‘Laugh and your life will be lengthened for this is the great secret 
of long life.’ 
Og Mandino 


We’ve all heard the phrase, ‘laughter is the best medicine’. It can relax our 
muscles and relieve tension and is known to help improve our wellbeing and 
health. I haven’t met anyone who doesn’t like to be entertained. We enjoy a 
good laugh and appreciate a person who can bring a smile to our face. 


We secretly admire the person who can tell a joke well. They command 
attention and admiration. Some people can naturally transform a few words 
into something highly amusing and, I confess, I find myself being jealous of 
this natural ability to hold people’s attention. At a party, these people stand 
out from the crowd because they ooze confidence and are usually surrounded 
by lots of people hanging on their every word. They are naturally witty and 
funny. I often hear a great joke and when replaying it in my head, it sounds 
good but when verbally re-telling it, it leaves no effect and I ruin the joke 
completely. If you’re like me, you will understand how embarrassing this is 
—but we don’t have to lose hope! With practise we can all learn how to 
deliver that perfect joke, and have people admiring us. With comedy nothing 
is a sure thing but whether you’re amongst friends or strangers there are steps 
you can take to build your confidence and help you get the response you want 
when delivering your next joke. Telling a joke well, helps even a shy stranger 
to be readily accepted. Jokes are a great icebreaker and can break through a 
wall of shyness, especially when meeting new people. 


Know your material 


The art of telling a good joke is to know your material. Confidence is the key. 
Once you have found material that looks promising, it is absolutely essential 


that you memorise it. Practise it, over and over again until you know it off by 
heart so it flows from your mouth like honey from a spoon. Listen to yourself 
and practise it until you have mastered it. To pause during a joke because you 
forgot what comes next, or you get the order of the joke mixed up, will 
sabotage it, leaving you embarrassed for your efforts. The movie ‘Finding 
Nemo’, has a good example when a clown fish trys to tell a joke. The other 
sea creatures expect a clown fish to be funny. He fails miserably at the 
attempt because he can’t remember the joke and gets himself confused. By 
the end of the movie, after some life experiences and confidence, he manages 
to deliver the joke very convincingly with a different outcome. 


Know your Audience 


Know the people you are delivering the joke to. Not every joke is appropriate 
for every gathering. What may be funny to some, could possibly offend 
others. Look at the people around you and pay attention to their age, beliefs 
and background before delivering a joke. 


Delivery 


The definition of delivery in this context could be the speakers ability to 
present the joke in the most effective way. Therefore the delivery is very 
important. It is best to craft it smoothly into your conversation so it is 
unexpected. People respond more favourably this way and wait for any more 
you may have to offer in the course of the conversation. The element of 
surprise adds to the spontaneity. 


When looking at the definition of a joke, it helps us understand how to 
deliver it. A joke is a brief oral narrative with a climactic humourous twist. A 
joke works best if it is not drawn-out. Only the necessary facts to build up the 
joke should be told or the audience may lose interest. Look for ways to make 
it appear spontaneous. Don’t announce you are going to tell a joke or 


announce how funny the joke is before you tell it. It takes their focus off the 
joke, resulting in fewer laughs. Once your committed to telling a joke, follow 
it through to the end. 


Setting up the joke 


Before you get to the punchline, you need to set up the joke. For a good joke, 
all the pertinent details should be included in the set-up so the punch-line 
makes sense. Don’t use too much embellishment. You need to paint the 
picture without giving too much away or you will reduce the effectiveness of 
the punch line. 


The punch line 


As it suggests, the punch line should deliver a ‘punch’, an element of 
surprise. It should tie everything together. Everything that has been said in 
the set-up will now make sense. 


Timing 


Timing is everything and this will be different for every joke. It takes 
practise. Once you have a great joke, it’s a good idea to share it with a friend 
or two, using the opportunity to experiment with the timing of the punch line 
to get the most desired effect. 


felt deprecakinng humour 


“The person who knows how to laugh at himself will never cease to 
be amused’ 
Shirley Maclaine 


If you don’t know any good jokes you may wish to try self-deprecating 
humour. Some of us have many of life’s little stories that are amusing at our 
own expense. To deprecate is ‘to belittle or mildly disparage’. It’s safe as you 
are only poking fun at yourself so it’s unlikely anyone else will take offence. 
Well-known author and speaker Scott Ginsberg uses an example of Al Gore 
to highlight this. Al Gore is giving a demonstration on Global Warming to an 
auditorium of college students and his opening greeting is ‘Hello, my name is 
Al Gore, and I used to be the next president of the United States.’ The 
auditorium breaks into spontaneous laughter, cheers and whistling and 
instantly Al Gore has become funny, likeable and approachable and has their 
undivided attention. We have probably all had those moments, which at the 
time we wish to forget, but on looking back at them we can see the lighter 
side, the humour in it. People appreciate what you have been through and if 
you can laugh at yourself and let others laugh along with you it removes 
tension, conflict and makes you more likeable. 


Things to remember: 


x Don’t use self-deprecating humour to gain sympathy or fish for 
compliments 


* You don’t want to create a negative view of yourself by using too many 
self-deprecating remarks 


¥ Keep it light so everyone knows it is only a joke, including yourself. 
Thugs ko remember 


* Never tell a joke you have heard from someone else but don’t fully 
understand. You will never be able to deliver it properly 


* Look people in the eye to engage them more personally and keep their 
interest. When you are in a group, shift your focus from one to another 
so everyone feels included 


¥ Know your joke well. Practise them audibly 
¥ Never laugh at your own joke 
Watch people who deliver jokes well and learn from them 


¥ Don’t try too hard. If you look nervous and uncomfortable, people’s 
focus will be on that rather than the joke 


x Remember to speak at a normal speed, so the joke is audible. 


a 
GETTING TO 


KNOW (OMEONE 


‘Getting to know someone is like a dance—you gently lead, careful 
not to drive, push or drag them around.’ 
John Thomas 


Meeting people for the first time can sometimes be awkward and stressful. 
Regardless of the social setting you find yourself in, when talking to someone 
you don’t know, usually the conversation starts off well and you seem to be 
really hitting it off. However, it’s not too long before all the usual formalities 
of names and jobs etc have been covered and panic begins to set in as 
conversation slows and looks like it’s heading for the inevitable 
uncomfortable silence. It is in this moment that you have a couple of minutes 
to decide whether to take the conversation from just a ‘How are you?’ to a 
more engaging ‘Who are you?’. The only way to keep going is to ask the 
right questions without coming across as the Spanish Inquisitor. 


This can be difficult. When meeting my friend’s cousin for the first time, I 
was eager to get to know him and wanted to make him feel comfortable. I 
asked him numerous questions trying to generate some conversation. Maybe 
it was that he felt trapped being in a car, but his response was ‘What is this? 
Twenty questions or something?’ 


The trick is to ask the right questions. By asking engaging questions you 
have the opportunity to get to know others. You can build rapport, stretch 
peoples minds by being creative, encourage them to share experiences and 
show an interest in others opinions and points of view. By having a few 
questions up your sleeve you can go beyond awkward silence and converse 
more easily with anyone in social, family, academic, business or public 
arenas. 


useful genera ques Lions 


How did you decide to live where you do? 
Do you have a nick name? 

Who is the most famous person you’ve met? 
Who would you call your hero? 

Are you a cat or dog person? 


If you could describe yourself in 3 words, what would they be? How would 
your friends describe you? 


Of what are you most proud in your life? 


How do you relieve stress? What do you do when you want to treat yourself 
well? 


Do you like risks, or do you avoid them? What major risks have you taken in 
your life? 


What are the most important aspects of your life? 


What are you the most curious about? 
@uwky ques Lions 


Do you still believe in Santa? 
How do you think the world would be without clocks? 


What lifestyle would you like to have if you didn’t have the one you do now? 


If you had to choose, which could you live without: TV, the Internet, the 
radio or the telephone? 


@vestions ko bake cave with 


Here are some questions you should be a little careful with as they may be 
considered invasive: 


How do you feel about your career and current job? 

If you could live your life over again, what would you do differently? 
What is it that you really care about/can’t live without? 

What is your family like? 


What keeps you awake at night? 
` d 
“whats your {avourke ee 


It’s always interesting to ask ‘Why?’ after the following questions—it can 
lead to whole other conversations: 


What are your favourite books/TV shows/movies? 


If you could only listen to one album for the rest of your life, what would it 
be? 


What is your favourite restaurant/cuisine? 
What is your favourite holiday destination? 


What do you like most about your job? 


What is your favourite thing to do on a rainy day? 


What is your favourite daily ritual? 
Reminiscing 


What was your best/first job? 

What did you want to be when you were a child? 

What’s the best practical joke you’ve played on someone? 
What was the latest movie/concert/book/cd you experienced? 


What was your favourite car you’ve had? 
Hypokhekicalç 


What actor would you choose to portray you in a movie? 

If you could choose anywhere in the world to live, where would it be? 
What would be your ultimate holiday? 

If you could play any instrument, which would it be? 

What movie would you love to star in? 

If you could bring any fictional character to life, who would it be? 


If you were stuck on a deserted island, what three things would you want to 
bring with you? 


What would you like to do more than anything in the world? 


g 
THE ART OF BEING 
INTERECTING 


‘Knowing is not enough; we must apply. Willing is not enough: we 
must do.’ 
unknown 


When it comes to general knowledge, you don’t need to be a walking 
encyclopedia. However, it is important to have current and relevant 
information on today’s events and to know what’s going on in the world. Not 
knowing this information can alienate you from everyday conversations and 
leave you looking uninformed and out of touch. 


This can be achieved by simply catching the news highlights, on radio or 
TV and by reading local newspapers. If you don’t have time to read the paper 
from front to back (and who does?), refer to the ‘news in brief’ section to 
keep you updated. Magazines, news online and blogs are also great options. 
How far you choose to go is limitless with today’s technology—all you need 
is the motivation to acquire it. Being armed with the right knowledge for the 
company you will keep or the function you attend will assist in your 
confidence and facilitate conversation. For example, if you’re going to be 
spending time with sports fans, research the latest results of sports that are 
likely to be discussed. The same rules apply to art lovers regarding the latest 
exhibitions; book enthusiasts regarding current bestsellers; and business 
people regarding financial reports. 


If your social calendar is filled with work related functions for your 
partner, you may encounter groups of people who share similar interests you 
know nothing about. This may leave you struggling to contribute and feeling 
inadequate. 


This happened to a well-known celebrity who married a hi-profile business 
mogul. He introduced her to a completely new circle friends who discussed 


matters she was not knowledgeable in. Realising how little she actually knew, 
she pored over newspapers every morning and went to University to study 
politics. Later, at a dinner party, she was delighted to discover she could have 
an engaging conversation with a very prominent figure about Middle Eastern 
politics. 


Knowing you are prepared will boost your self esteem, so cultivate an 
interest in subjects like world politics, sports, good movies and books, 
inspiring or funny quotations, new and innovative inventions and the latest 
scientific studies. 


How Lo remember the mformakion 


Pm not sure why, or maybe it’s just that I don’t want to admit it, but I’m 
finding it harder and harder to remember things. I can hear a news story 
during the day with all its details but when it’s time to relay that same story 
to someone later, I get the facts mixed up and the information is usually 
incomplete. It could be my age, or the fact that I have four children always 
demanding my attention, but I seem to have lost the function to remember 
anything other than what evolves around them. My husband on the other 
hand, can remember details with amazing accuracy, especially when it comes 
to monetary matters and articles he may have read two years ago. Hence, my 
confusion when he says he can’t remember me telling him I bought a new 
dress. 


Here are some tips: 


¥ Set your home page on your computer to ‘News in Brief’ on a news 
website like BBC or CNN 


* Make a note of hot topics throughout the week on something that is 
always on hand such as a PDA, diary or notebook for quick reference 


¥ Repeat your knowledge to people you know leading up to the function as 
this will help you remember. 


Know your limitations 


You have ventured into unknown waters and you find yourself in too deep to 
sustain the current topic of conversation. Your lack of knowledge on the 
subject is about to be exposed and you start to panic. Instead of struggling on 
and stretching the few points you do know, twist the conversation into 
something you know about. For example, if the discussion is politics, and you 
know very little about it, change the topic to something that you have 
researched, that is topical within politics but not about the party policies, such 
as climate change. 


Identify common topics that generally come up in conversation that you 
know little about or have no interest in and have a plan B ready to go. 


How ko appear ¢ mâter Lhan you ave: 


One way to appear smarter is by using big words. Broadening your 
vocabulary and lacing your conversation occasionally with a big word will 
impress others. If they know the word, they will be impressed that you know 
it, and if they don’t, they usually pretend they do. Either way you look and 
sound smart. On a few occasions, my husband has come home from work and 
asked the meaning of a particular word he heard that day. If I am unsure 
about it, we look it up in the dictionary and then look forward to the next 
oppportunity when we can use it. 


Children for as long as we can remember have been taunted because they 
wear glasses, with name calling such as ‘four eyes’ and ‘book worm’. As we 
get older we realise that being a book worm probably means the person is 
quite knowledgeable and we are more likely to believe what the person is 
saying. You can buy non-scripted glasses solely for this purpose. 
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THE ART OF LŅTENNG 


‘He who guards his mouth keeps his life, but he who opens his lips 
wide comes to ruin.’ 
Proverbs 13:13 


How many times have you been in the throws of conversation with someone 
who is looking everywhere but at you. They nod and ‘ah’ occasionally yet 
you know even though they are there in body, you clearly have not got their 
attention. The person you are talking to can hear what you have to say but for 
some reason they are not listening. 


Then there are the serial interrupters who constantly talk over the top of 
you, then hijack the conversation and go off on a tangent that you know 
nothing about. 


Communication permeates every area of our lives and our relationships but 
in order to do this effectively we must learn the art of listening and 
understand that it is a two way street. You can’t have one without the other. 
Listening can actually be the key to the most effective communication. 


According to Dean Rusk, US Secretary of Defence, ‘One of the best ways 
to persuade others is with your ears ... by listening to them.’ 


However, as we so often want to be heard we have forgotten to listen. And 
this is only hindered further by a new world of communication through email 
and sms, which omits the need to listen to someone speaking. 


When someone really listens to you, not only do you feel affirmed but it 
also helps build trust and appreciation, understanding and respect. To be not 
only heard but really listened to, makes us feel special. This is such an 
enjoyable experience—it’s no great surprise that good listeners attract people. 


wat to do 


‘Listening is the beginning of understanding. Wisdom is the reward 
for a lifetime of listening. Let the wise listen and add to their 
learning and let the discerning get guidance.’ 

Proverbs 1:5 


First make sure your environment is conducive to listening. Turn off the 
television if you are in a living room, or, if you are in a bar with sport playing 
on a screen in the background, move to another area so that you won’t be 
tempted to catch the score during the conversation. Check yourself to see if 
you are in a good place (mentally) to listen. 


Learn to keep your mouth shut and concentrate. This is harder than it 
seems—when you listen you think about 500 words a minute but when you 
speak you only speak about 125—150 words a minute leaving room for your 
mind to wander. So don’t think of a response or fill your head with other 
thoughts while your mouth is shut. Just concentrate on what is being said. 


Focus on the person’s voice, their expression and the words that are being 
used. Also look out for non verbal communication—remember that body 
language makes up 55-70 per cent of all communication. Is their posture 
rigid or relaxed? (see chapter on ‘Body language’). 


Listen to what they are trying to communicate not just what you want to 
hear. Don’t judge what is being said by your own personal views but instead 
try to be open-minded. It’s amazing how our own ideas can be challenged 
and expanded by listening without prejudice. Listen with empathy so you can 
fully understand their feelings thoughts and ideas. 


Let the other person do most of the talking. It’s probably no coincidence 
that silent and listen are spelt with the same letters. The best way to listen is 
to ask a question and then shut up. Asking questions can effectively put you 
in a good position to listen but this also takes practise so as to not make them 
come across as an interrogation (see chapter on ‘Getting to know someone’). 


Ask questions that are more open ended to avoid yes/no answers and to get 
them talking as much as possible. Ask for advice, or about their feelings on 
something. This makes people feel special and important. When appropriate, 
repeat what is being said to show that you really are listening. 


Think about what you don’t like in others when they are listening to you 
and make sure that you don’t do the same. 


wat nok to do 


‘Nature gave us one tongue and two ears so we could hear twice as 
much as we speak’ 
Epictetus, Ancient Greek Philosopher 


¥ Don’t look around or over their shoulder. Give them your full attention 
and let them know you are listening by giving them eye contact and 
nodding your head if and when it is appropriate. 


x Don’t interrupt. Often when someone else is speaking it triggers a 
thought that is often blurted out mid sentence. Think before you 
interrupt. 


* Don’t ask questions that could easily get people’s defences up. I often 
find that when people ask me, ‘Do you work?’ and as a stay-at-home 
mum for ten years, raising our four children, my answer is ‘YES, YES, 
YES’. The question is so often aimed at paid workers and I feel like I 
have to defend my position. 
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REMEMBERING PEOPLE 


‘What’s in a name? That which we call a rose by any other name 
would smell as sweet.’ 
William Shakespeare, Romeo and Juliet 


You have just been introduced to someone, but a minute later you can’t 
remember their name. It is one thing to forget someone’s name, but it is just 
as embarrassing to get their name wrong due to associating part of their name 
with something already in your mind. These two incidents illustrate how 
easily this can happen: 


As part of a VIP group attending a Turkish restaurant, my parents were 
introduced to the owner whose name was Sharif. Sometime later, after they 
had partaken of a sumptuous degustation dinner, Sharif came to their table to 
enquire as to how they had enjoyed their meal. My mum was very 
enthusiastic and exclaimed ‘Oh Omar, that was sensational!’. She was 
subconsciously thinking of Omar Sharif, the famous actor. It took a few 
moments after her friends were all falling about laughing until she realised 
she’d made a mistake. 


Similarly, a friend, while starting work for the day at a hospital, checked 
the list for the doctor and the team she would be working with. She spent the 
day calling the doctor ‘Dr Raisin’ but noticed after a while that the doctor 
was not always responding. She went back to check the list and to her horror 
she realised the doctor’s surname was not ‘Raisin’ but ‘Sultana’—my friend 
had made an obvious word-association mistake. Mortified and extremely 
embarrassed she apologised but fortunately the doctor was very good 
humoured about it. 


You just need to have an attitude of being interested. You want to know 
about this person, so pay attention right from the first introduction. 


why t’ important 


Why is it so important to remember someone’s name? A name is a way to 
identify one person from another but it can hold a sense of identity for a 
person. Getting someone’s name wrong can show a level of disregard or even 
rudeness. If someone has a name that is often the butt of jokes or close in 
sound to another word, it can become very tiresome for the person to be made 
fun of. However, remembering someone’s name shows the person respect 
and makes you seem sharp and ‘switched on’. This is useful not only in the 
social arena but also business arena. 


There are lots of techniques to help us remember someone’s name. We 
don’t all learn in the same manner, requiring different methods of learning, so 
we need to experiment with the techniques available and discover which one 
works the best for us individually. 


I have been a culprit of not remembering names. I actually knew someone 
for a long period of time and, even though I saw them regularly (once or 
twice a week while dropping children off at pre-school), I could not 
remember their name. I was too embarrassed after such a long time to admit 
this so all my conversations with this person started with, ‘Hi, how are you?’ 
and ended with ‘See you later’, with no reference to her name at all. I’ve 
learnt now to save all the awkward moments, and just briefly apologise and 
ask the person to remind me of their name at the beginning. 


Repetition 


Repetition, repetition, repetition—like anything, repetition is the key. 
Everything we do and learn has come from repetition. From toddlers to adults 
we only get good at something once we have done it over and over again. 
Here are a few tips on how to remember people through repetition: 


¥ Verify the person’s name by repeating it. For example, ‘Nice to meet 


you, Sally.’ 


* Use the person’s name as often as you can—when you first meet, during 
the conversation and when you are saying goodbye. For example, ‘What 
do you like to do on the weekends, Tom.’ 


Other ways of remembering 


¥ Image recognition—associate the name with a character you like in a 
movie, for example 


¥ Introducing someone to them, and letting them introduce themselves 


* Use a physical feature of theirs to remind you of their name—for 
example, Barbara ‘the woman with the blonde hair’ or Tony ‘the man 
with the tanned skin.’ 


If you cannot remember, again, it’s best to ask than to go on for eternity 
avoiding it. You don’t want to get caught in a situation where another person 
comes into the conversation and you can’t introduce them to the mystery 
person. It will become very obvious that you don’t remember them, very 
quickly. Experience has also taught me that it is just as important to correct 
someone there and then if they have mispronounced your name. On one 
occasion, I was called ‘Marsha’ instead of Marisha. I let it go so as not to 
embarrass the person who made the error, but then another woman who knew 
me well, came up and said, ‘Hi, Marisha!’. The woman who made the error 
was so embarassed and I felt badly. This could have been avoided if I had 
just corrected her politely. 


With the new wave of technology, many of us have a PDA, mobile phone 
or other device that allows us to record contacts. This contact list can be very 
useful in helping us to remember people we have met and the details 
associated with them. My husband meets many new people with his job and 
it is important for him to have a good relationship with them. After meeting 
someone, at the first available opportunity he keys in their name and some 


details he has learnt about them into his contact list—for example ‘Peter 
Kahill, management consultant, married, 3 children, scuba diver’. If he 
knows he will be meeting this person again, he is able to look up these details 
as a refresher before the meeting takes place, and is able to ask ‘How was 
your last scuba dive?’ or ‘How’s management consultancy these days?’. It is 
always received well when people remember things about your life. 


So the next time you meet someone for the first time, commit their names 
to memory and it may be the start of a great relationship or friendship. 
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Foor N Morh’? 


‘If you keep your mouth shut you will never put your foot in it.’ 
Austin O’ Malley 


I think it would be safe to say that all of us at some point in time have fallen 
victim to foot in mouth disease. I know I have, many times. No sooner have 
the words escaped your lips, and you’re hit with that feeling of dread and 
embarrassed realisation of the monumental blunder you’ve just made. So 
with cheeks blazing, wishing the ground would just open up and swallow 
you, you start back peddling furiously. Instead of making things better it’s 
more likely to be a case of ‘open mouth change feet’. 


I’ll never forget the embarrassing gaffe I made one night in a Chinese 
restaurant. Our dinner party had been waiting quite some time for our order 
to arrive, so when I saw a well-dressed Asian woman making her way 
towards us with a purposeful stride I called out quite loudly ‘Excuse me, do 
you know what’s happened to our dessert order?’ She stopped dead in her 
tracks looking completely offended and replied in a very slow and stern voice 
‘I don’t know—I don’t work here.’ She continued her course to the ladies 
room before I even had a chance to apologise, and I sat cowering in my seat 
for the remainder of the evening. 


One of the most common and embarrassing foot in mouth moments would 
have to be asking a woman when her baby’s due. Another is asking if 
someone is OK because they look really tired or unwell, when really it’s 
nothing more than a bad hair day. I had a conversation with a group of people 
talking about what names we dislike and when I mentioned one saying it 
sounded horrible, it was the same name as one lady’s new child. This 
unfortunate disease can strike anyone at anytime, and commonly occurs in 
front of an audience, or in the work place. This can be disastrous as it’s 
usually someone you see day-in-day-out who has been offended. This in turn 
adds stress and can affect trust with a colleague/friend. 


How ik happens 


The easiest way foot in mouth occurs is by speaking before you think about 
what you are going to say. Anyone who engages in conversation is at risk of 
‘putting their foot in it’. Even when you think you are being sensitive and 
politically correct, often our attempts to appear humourous or things we say 
in jest can be offensive to someone else. Once the words are out there, you 
can’t take them back. Thanks to today’s technology with the Internet, email 
and sms, our embarrassing faux pas can be shared around the world. 


I am one of seven children, and the age difference between the first child 
and the last is twenty years. My mother was 44 when she had my youngest 
brother and thirty years ago this was considered quite a mature age to be 
having a baby. Embarking on her normal chores, like doing the weekly 
grocery shopping, with my baby brother in tow, my mum would receive 
comments from the cashier such as ‘Oh, you’re babysitting your grandchild 
today’. My mother would politely reply, ‘No, this is my son’. When you 
think about it, you would not offend a grandmother by mistaking her to be the 
mother, only flatter her ego, but you will offend a mother when mistaking her 
of being a grandmother, so err on the side of caution and weigh up the 
consequences before you speak. 


Foot in mouth can occur even on the telephone. This happened often to my 
mum: 


Some time ago, my mum was occasionally receiving prank phone calls 
from a friend who would put on a foreign accent or pretend to be someone 
else. One morning, she took a call from a man with a very funny, nasal accent 
who said, ‘Hi it’s Ted Smith here. Could I speak to John please?’ My mum, 
thinking it was the pranking friend replied mockingly, making fun of the 
accent. After a brief silence, and with a sinking feeling, she called out to my 
father asking if he knew someone called Ted Smith. ‘Sure, he’s the captain of 
my squash team,’ Dad replied. Ted never mentioned the incident but Mum 
has never forgotten. 


How Lo recover {rot t 


So what do you do when the unimaginable has happened? Besides blushing, 
becoming tongue tied and making matters worse, when it comes to damage 
control, first and foremost you need to have a strategy already in place. 


Often our natural response to one of these blunders is to become defensive 
or confrontational. Your best bet is to: 


¥ Take your time and plan your response 
¥ Be quick to own up to the gaffe you’ ve just made 


* Apologise there and then. Don’t pretend it didn’t happen and don’t try 
and cover it up 


* Move on, change the course of your conversation and/or topics 


x Don’t be hard on yourself. Your embarrassment will only make the 
offended more uncomfortable 


¥ Keep it light and admit that what you said was wrong and simply take it 
back 


¥ Offer an explanation like, ‘That didn’t really come out the way I 
intended.’ 


A perfect example of chronic foot in mouth followed by a disastrous cover up 
took place when my husband was driving some visitors home. Our three- 
year-old daughter was sitting in the back in her car seat, silently observing 
the lady next to her whom she had never met before. Suddenly she 
announced to the lady, ‘You’re really fat’. If that wasn’t bad enough she 
continued to demonstrate by pointing out where she was fattest on her body. 
Totally mortified, my husband tried to ease this embarrassing situation by 
saying, ‘Don’t you just love the honesty of kids’. This is what you’d call a 
failed attempt at recovery. Thankfully she was very good humoured about it, 


but I still cringe when I recall that story and I wasn’t even there at the time. 
flow fo prevent ik 


Foot in mouth can be avoided by controlling impulsive comments. It’s a good 
idea, even when someone is saying something in jest, to ask yourself four 
things: 


1. Do you know your audience (will they know if you’re joking or 
serious)? 


2. Is what you’re about to say truth? 
3. Is it necessary? 
4. Is it fair? 
Here are some ways to prevent foot in mouth: 
¥ Let others speak first 


¥ Slow down. Don’t think out loud or let your words run away from you. 
Weigh up the consequences of what you might say 


¥ Think ahead. Whether it’s a function or a meeting think about who might 
be there and specific things you should not mention 


¥ Avoid topics or words that are emotionally loaded 


¥ Be aware if you’re nervous or stressed. This can be a trigger for blurting 
out words you might regret 


* Be mindful of conversations where you may become defensive, are 
blaming or hold the other person in contempt. The wrong thing comes 
out more easily in this situation. 


Beng on khe yeceiving, end 


Foot in mouth can sometimes be more embarrassing for you than the 
perpetrator. 


Years ago, a friend of my parents was having his 40th birthday, and as a 
present my parents gave him a framed collage of watch parts arranged in the 
shape of a vintage car. It seemed like a nice blokey sort of present. Many 
years later, this chap was at a social gathering, when a discussion came up 
about useless presents. He was quick to recall that the most useless thing he’d 
ever received was ‘this horrible framed collection of watch parts in the shape 
of a vintage car’. He didn’t realise that my parents had given him the present. 


Remember the times you’ve been in their shoes and forgive—you never 
know when you’ll need the same treatment in return. 


Get over it and keep in mind people are only human. 
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Eriputrrt 


“The world was my oyster but I used the wrong fork.’ 
Oscar Wilde 


Etiquette is more than just knowing how to open a door for someone or 
knowing which cutlery to use first in a fancy restaurant. It is about what is 
socially acceptable behavior. In the past, people had very detailed rules on 
‘how one should behave’. Dinners became a highly organised event that 
maintained a person’s status in society; greetings were extremely formalised 
and everyone knew their place. But in our modern world, we don’t have that 
structured lifestyle to fall back on—we don’t automatically know what to do 
in any given situation. We have a swag of modern technologies that have 
become part of our everyday lives like mobile phones and Blackberrys. As a 
result we have seen a dramatic decline in manners. 


Just about every social situation has its own etiquette. From beach etiquette 
(knowing how close you can lay out your towel next to someone else’s) to 
flower etiquette (knowing what flowers to give, their meanings and 
superstitions), it’s important to have a basic understanding of what to do and 
what not to do for the sake of social harmony. Good manners and etiquette 
are part and parcel with how we communicate with each other. 


According to experts, there are 3 main rules to etiquette: 
1. Consideration 
2. Respect 


3. Honesty. 


Necec¢. ary courkeçieç 


Apply these to most social situations and watch your average Neanderthal 
transform into a gentleman. Although a lot of etiquette has been lost 
nowadays, there are still necessary courtesies that we should include in our 
everyday lives. 


x Make eye contact and smile when talking to people no matter what their 
walk of life 


¥ Keep your right hand free for handshakes by using your left to hold food, 
drinks, etc 


* When you’re at a function, socialise with lots of people not just those 
you know, and don’t follow the food. People should always be your 
focus 


¥ Whether you’re male or female you should always hold open the door 
through which you have just passed, for the person behind you 


¥ Turn off mobile phones during meals and meetings 
¥ Say please and thank you to anyone who serves you 
¥ Keep to the left on foot paths, stairs and escalators 


¥ Bring a gift for the host/hostess to show your appreciation for being 
entertained 


¥ Send thank you notes promptly after attending an event. 
9. f 
Respondez s'il vous plak 


One of the most common yet forgotten forms of etiquette is responding to an 
invitation that has an RSVP request. When a written invitation has ‘RSVP’ 
on it with a date and address, telephone number, or email address, you are 
being asked to respond. Many people neglect this, but you should always let 


whoever has sent the invite know if you can attend or not. This enables them 
to better prepare and cater for you. 


How to RSVP 


* Don’t procrastinate. Always respond to an invitation within a week of 
receiving it and no later than the date specified 


¥ If an address is listed, respond in writing, but if there is also a phone 
number listed it is acceptable to RSVP via a phone call 


¥ Never just not show up to a event if something happens and you can no 
longer attend after RSVPing. Call to apologise and offer your 
explanation. Better still send a personal note 


¥ If you have forgotten to RSVP to a function or party, don’t just show up. 
Make a call to the host and apologise for missing the listed date and ask 
if it’s not too late or inconvenient saying that you would still love to 
come. 


How to ensure you receive an RSVP 


If you’re fed up with chasing people who have failed to RSVP you could list 
all the details but the start time or the address. This then forces them to call in 
order to get the missing information. 


Also try mailing your invitations on a Wednesday. It is more likely to 
arrive at its destination on Friday. By receiving mail over the weekend, the 
invitation is less likely to be overlooked in the pile of bills and busy-ness that 
comes with a working week. This will give your guest time to read it over the 
weekend and plan for your event on their social calendar, coordinate dates, 
travel, babysitters and any other details. This planning will be appreciated by 
your guests, and will return your RSVP more promptly. 


Vimer parties 


Remember, more than knowing what fork to use first, the essence of good 
manners is making other people comfortable and the spirit of good manners 
is treating people well. 


If you are a host or hostess, try to go to the door for each guest. If however 
someone else beats you to it make sure you find the newly arrived guest and 
welcome them. If you have invited people that don’t know each other, be 
prepared for introductions that will make for easy conversation. For example, 
you could say, ‘This is John and Sarah, they have just moved next door from 


As the host/hostess it’s up to you to plan the menu, but before doing so be 
mindful of anyone with food allergies or dietary limitations. If you are not 
sure it’s a good idea to check with your guests—a good opportunity is when 
they RSVP. 


Plan where you want your guests to sit. Avoid asking them to sit anywhere 
as this can make them feel uncomfortable and you can end up with clicks 
forming or guys up one end, girls down the other. Separate couples and have 
males and females evenly mixed. 


When setting the table remember to eat from the left and drink from the 
right, so salad/bread plate on the left, glasses on the right with the water glass 
always above the knife. With cutlery the rule is to start with the outside and 
work your way in—entrée cutlery on the outside dessertspoons closest to the 
plate on the inside. The same rule applies if there is more than one glass on 
the table. Remember to remove all condiments from the table before you 
serve dessert. 


If you are a guest, it is good etiquette to bring the host or hostess a gift to 
thank them for their hospitality, such as a nice bottle of wine, flowers or 
chocolates. It’s also good etiquette to receive any gifts given graciously. 
Have a corkscrew, vase and chocolate dish ready just in case. 


Once everyone is seated at the table, wait for the host to let you know 
when to begin. Lay your napkin on your lap before you start eating and 
remember to place it back on the table (not the plate) when you have finished 
your meal. 


How do you tackle the bread roll? Break a small piece off at a time and 
butter it as you go—don’t go into lunch-preparing mode, slicing the roll in 
half and buttering each slice before you eat. When eating, don’t shovel your 
food quickly, finishing ahead of the others but don’t eat too slowly either, 
holding the rest of the table up for the next course. 


When coffee and tea is served this usually signifies the end of the formal 
part of the evening so it is acceptable to leave. If you are the last remaining 
guests don’t over stay your welcome. I have friends who have had to resort to 
turning off the music and stop serving drinks as a subtle hint that the party is 
over. 


And remember, although it’s good to be aware of dinner party etiquette, 
usually you are in the company of good friends who want you to have a good 
time above displaying the height of good manners. 


Office etiquette 


With any etiquette, the most important thing to remember, is to show respect 
for others, integrity and general good manners. According to Ms Hodgkins of 
the Australian Experimental Learning Centre in Perth, ‘The key to office 
etiquette is to communicate to staff what the local etiquette is. If people don’t 
know the culture and the rules, everyone will go about things differently.’ 
Things to remember in the office are: 


Punctuality: It is good work ethic to arrive on time and not leave early. 


Use of titles: A good rule of thumb is to always address someone with their 
correct title until you are invited to call them by their first name. When 
introducing your boss or co-workers, always use their correct title, allowing 
them to offer first names. 


Hand shakes: When being introduced, always offer your hand in greeting and 
with a firm grip, shake hands while looking them in the eye. 


Correcting your boss: If necessary, do so in private unless the situation calls 
for it, such as in a general meeting. Use tact, so you don’t appear to be 
upstaging your boss. 


Mobile phone use: Keep your ring tone on low or silent and your voice 
moderate so you don’t distract other co-workers. 


Emails: In the office environment, only use email to send documentation 
rather than personal requests. It is far better to deal with personal requests 
face to face. 


Dress appropriately: Adhere to your office dress code. You’re there to work, 
not draw attention to yourself. Be mindful of sexual harassment codes, and 
for this reason, it’s better to keep compliments and comments to yourself. 


General courtesies: Always ask permission to borrow co-workers stationary 
and then make sure you return it within an appropriate timeframe. Refill 
paper in fax machines and copiers if it runs out. Always greet co-workers in 
passing, such as in corridors, bathrooms and common areas. Clean up after 
yourself, emptying cups and crumbs on benches etc. Take care with personal 
grooming and, certainly, avoid body odour and bad breath. Respect personal 
space—don’t lean in too close when talking to someone. 


Language: Profanities in the work place are not acceptable. Avoid being the 
office clown as this can affect your credibility. Keep a professional attitude at 
work and save joking around for after hours. It is never acceptable to become 
intoxicated during work hours or at work associated functions. 


Email etiquette 


Otherwise known as ‘netiquette’, the same principles apply as with general 
etiquette—it is all about basic courtesy and respect. 


Although there are no hard and fast rules, the following things should be 


considered: 


¥ Email is considered less formal than a letter, so it is acceptable to address 
the recipient in a more casual manner, such as ‘Hi [name]’ instead of 
‘Dear [name]’, however, be careful not to come across as being too 
familiar if you email someone you do not know 


¥ Unlike a phone conversation, it is sometimes hard to convey the tone of 
your message, so be mindful of how what you send will be perceived. 
Don’t use all capital letters or over emphasise your punctuation to make 
a point as it can be considered to be very rude. Never respond to emails 
when you are angry. Once sent, they cannot be retrieved and you may 
regret your response once the moment has passed—unlike a phone 
conversation, it has been recorded on paper 


* Before including a person in a group email list, it would be polite to 
enquire if they are happy to receive non-specific emails, such as a funny 
video. They can be time consuming and clutter email boxes 


¥ If an email requires a response, do so as soon as possible. If you send an 
email that needs a reply and after a few days you have not received it, 
assume it has not been read. Either re-send your message or contact 
them by other means 


* Be aware of where you are sending your emails, that is, to a business or 
home address. Is the content appropriate if it is accidentally viewed by 
anyone other than the recipient 


* Be mindful when sending chain letters. You may leave people feeling 
burdened and guilty if they don’t want to respond (and quite frankly, 
who does?). 


B 
GIFT GIVING 


‘The manner of giving is worth more than the gift.’ 
Pierre Corneille, Le Menteur 


Regardless of age and occasion, everyone loves to receive presents. But do 
we find as much joy in the giving of a gift? The saying ‘it’s better to give 
than to receive’ may not be the case for those who are not confident in the 
ability to give a good gift. Giving is often put in the ‘too-hard basket’ 
allowing opportunities to celebrate with friends and family pass us by. After 
all, who wants to be put in the same category as great aunt Betty who has you 
cringing about the contents of the present before you’ve even unwrapped it. 


I have a friend who feels exactly like this about her brother. He has earned 
a very bad reputation over the years giving her gifts like TV cabinets that 
came free with his new TV. My friend was still living at home and didn’t 
even have her own TV. Then there was the jar of ‘chutney’ which was a 
reject from his own Christmas hamper he’d received from work. After a bit of 
a dry spell in the gift department and a couple of hints later, she received a 
very trendy watch from Shanghai. This was looking very promising until she 
realised that it didn’t work. He seemed to think that this was irrelevant; the 
watch still looked really cool, he thought. 


The giving of a gift can be very rewarding. After the time, effort and 
money you put in buying a gift, there’s nothing quite like seeing the surprise, 
joy and appreciation on someone’s face, and the feelings that go with 
knowing you’ve made someone feel special. 


Sometimes just the thought of buying the perfect gift can be stressful. But 
the good news is it doesn’t have to be a hard task—in fact the secret to 
buying the perfect gift is simply to buy something the receiver will like. Use 
your investigative skills and find out what they really want more than what 
they need, add a little imagination and sentiment and you’re well on your 
way to a successful purchase. 


Gift giving doesn’t necessarily require lots of money but what it does need 
is time, thoughtfulness, patience and love. A gift given from the heart with 
sincerity is worth more than an expensive gift. 


Buying, khe perfect gift 


* Make a list of all friends and family. Jot down notes when you find out 
what’s on their wish list 


¥ Budget a dollar amount for each person to cover all events 


¥ Start shopping ahead of time. This takes the pressure out of shopping and 
also allows you the opportunity to find things on sale and unusual 
interesting items 


x Take time to shop around, compare prices—and try to resist impulse 
buying 


¥ It seems obvious but keep the receiver in mind. Give gift you know they 
will love, not what you love or want them to love. They will appreciate 
that you’ve gone out of your way to find something that suits their taste. 
If you don’t know the person well, make the gift practical. Make sure 
you’re not giving chocolates to a diabetic, steak sauce to a vegetarian or 
body products to someone with bad skin allergies 


x Hand made gifts are personal and the time and thought involved in 
creating the gift speak volumes 


¥ Keep in mind who the present will be opened in front of. For example, 
you don’t want to give your grandparents a heart attack as a result of 
witnessing the unwrapping of sexy lingerie 


¥ Present your gift well. Wrap it in a way that will represent the sentiment 
in which it has been given. The wrapping should display as much 
thought and effort as the gift itself 


¥ Always include a hand written note 


¥ Send gifts so that they arrive on time. 
Gites {or ceytain people 


Parents 


¥ Tickets to the theatre, movies, or sporting events 

¥ A subscription to their favourite magazine or newspaper 
¥ A contribution to a charity in their name 

¥ A gift voucher to their favourite restaurant 

¥ A living gift such as a potted plant 

¥ Personalised stationary 


¥ Arrange a family portrait to be taken. 
Grandparents 


¥ An old radio or an antique from their era 

* Comedy shows on DVD (check they have a DVD player first) 
¥ Hobby or craft supplies 

* Audio or large print books 


¥ A large print calendar 


* A cordless phone 

»% A prepaid phone card 

¥ Movie tickets or a cinema voucher 
¥ A stable table or bed tray 

* A good-quality magnifying glass 


¥ A framed photo of loved ones, especially grandchildren. 


Children 
¥ Anything that helps them use their imagination, or fine and gross motor 
skills 
¥ Arts and crafts 
¥ Finger painting material or play dough 
* Outdoor games such as bubbles, egg and spoon race 


¥ Hobby kits—for bigger kids. 


For a man 
* Adrenalin pumping activities—a pass to be a fighter pilot for the day, a 
day sky diving, race car driving etc 
* The latest electronic device or game 
* Tickets to a sporting event 


¥ A voucher for a sports store 


¥ Replace something he uses a lot which is worn out 

¥ Take him out for an indulgent dinner 

¥ Good vintage wine or spirits 

¥ A CD of his favourite music/band 

Hand made vouchers for back rubs, head and foot massages. 
Women (if you haven’t heard the wish list a million times) 

* A holiday! A weekend away, nights in a 5 star hotel ... 

¥ A voucher for a day spa with massage, facials etc 

* Jewellery 


¥ Any personalised gift with sentiment—photo of the two of you, framed 
poem 


¥ A night out at her favourite restaurant 


* Potted plant—the more exotic the better. 


Teachers 


* Gift certificates to a book shop, the movies, a local restaurant, a 
manicure etc 


¥ Non-romantic pamper products—nice soaps, candles, bubble bath. 


TradiGional amiversary gifts 


One of the earliest known celebrations is the wedding anniversary and it is 
still acknowledged today—along with a great expectation of special gifts and 
any number of surprises. However, this was not always the case. The practise 
of gift giving didn’t come about until the mid-1800s when there was a change 
in the social etiquette of the day. 


Today the most common list referred to for anniversary gift ideas was 
actually approved in 1922 by Emily Post who was the etiquette guru. This 
traditional gift list was based on items that could help newly married couples 
set up their homes. Alternatively, as a result of a shift in our culture and 
because we usually start out with more now, there are now a few other lists to 
choose from. These include more luxury items than general household things, 
giving us even more of a selection from which we can find the perfect gift for 
the occasion. 


Here is a traditional anniversary gift list: 


Year Gift Flower Gemstone Modern Gift 
1st Paper Pansy Gold jewellery Clocks 

2nd Cotton Cosmos Garnet China 

3rd Leather Fuschia Pearl Crystal/glass 
Ath Fruit or Flowers Geranium Topaz Appliances 
sth Wood Daisy Sapphire Silverware 
6th Candyor Iron Calla Lily Amethyst Wood 

7th Wool or Copper Jack in the pulpit Onyx Desk sets 
8th Bronze or Pottery Clematis Tourmaline Linen/lace 
9th Pottery or Willow Poppies Lapis Lazuli Leather 

10th Tin or Aluminium Daffodils Diamond jewellery Diamond 
11th Steel Morning Glory Turquoise Jewellery 
12th Silk or Linen Peonies Jade Pearls 

13th Lace Holly Hock Citrine Textiles/Furs 
14th Ivory Dahlia Opal Gold jewellery 
15th Crystal Roses Ruby Watches 


20th China Day Lily Emerald Platinum 


25th Silver Iris Silver Jubilee Silver 


30th Pearl Sweet Pea Pearl Jubilee Diamond 
35th Coral — Emerald Jade 
40th Ruby Nasturtium Ruby Ruby 
45th Sapphire — Sapphire Sapphire 
50th Gold Violet Golden Jubilee Gold 
55th Emerald — Alexandrite Emerald 
60th Diamond — Diamond Jubilee Diamond 


These lists can be great for ideas that coupled with a little imagination and 
heart, can have the receiver of your gift on cloud nine. For example, friends 
of ours recently celebrated their 20th wedding anniversary, which according 
to the traditional list is ‘china’. Fairly ordinary you maybe thinking, but 
instead of giving his wife a china figurine or another platter, he look her on a 
holiday to CHINA—a wedding anniversary that will have special memories 
forever. 


Thng Lo consider when buying a gut 


Check if there is a gift registry. It will be stated on the invitation if it is 
available. Many couples when getting married or engaged set up a gift 
registry with a store like David Jones or Myer which allows people to choose 
from a list of gifts that the couple need. The list usually covers anyone’s 
budget whether big or small and you know you are buying a gift they want. It 
also eliminates doubling up of gifts as each item is checked off when 
purchased. It is a good idea to get onto it early to give yourself more choice 
when choosing a gift from the registry. 


¥ If you’ve a low budget, put in with friends to make it a more substantial 
gift 


* Gift vouchers are a great idea for a group present when a substantial 
amount of money is given. When giving a gift voucher as an individual, 
make sure the amount is enough to buy something standard from that 


store; for example, don’t give a gift voucher of $20 to a CD store if most 
CDs are $30 


¥ Think about their hobbies and interests. Take time to find something that 
will suit the recipients personality and style 


* When recycling gifts, make sure they are not within the same group of 
friends. If you don’t like the gift, they probably won’t either 


* A quirky, unusual gift is good for the person who has everything, or if 
you don’t know them very well 


¥ Perfume, clothing or jewellery is really only for someone you know 
really well and know their preference 


* To avoid re-giving the same gifts each year, keep a mental note of gifts 
you have given your friends/family 


* Buy a few gifts and store them in a cupboard to have ready for another 
occasion. This is useful if you think of a good gift but not at the time of 
giving it, or if the gift is on special. Do this for children’s birthdays. This 
can also apply to cards—it’s always handy to have one ready to go 


* Always buy a gift where you know you can return it, and keep the 
receipt 


% Give yourself lots of time. Don’t leave it to the last minute where you 
end up buying anything out of desperation 


% Wrapping is important. Don’t use second hand paper with creases and 
sticky tape stuck all over it! Choose appropriate paper but have fun with 
choosing colours and bows or ribbon 


* Be imaginative in your gift giving. You may want to do a treasure hunt, 
where the gift is wrapped in multiple boxes to disguise its true size, 
leaving surprise gifts for someone to find. If you choose this route make 
sure the gift is somewhere it will be seen with a card and always call 
later to make sure the gift was received. 


This happened to me when a friend left a bunch of flowers on the front door. 
When she called me later to see that I had received them, it was not the 
flowers I found, but a note from the Avon lady, thanking me for the flowers. 
Because there was no card on the flowers, the Avon lady thought I had left 
them for her. If you are going to leave a gift on someone’s doorstep, make 
sure it is easily seen and not able to be stepped on, as in my brothers case 
who found his gift of a spiky cactus on the end of his bare foot. 


Ging a gk 


Always give a card with a gift. When the gift is being opened later, such as 
after a wedding, the receiver needs to be able to identify the giver. A card 
allows you to acknowledge the event for which the gift is being given. It also 
makes the gift more personal when accompanied by a message. Family 
members should give the gift early in the day—don’t leave them wondering 
if they are going to receive a gift. Even when people say, ‘don’t get me 
anything’, read between the lines—everyone loves presents and the time and 
effort you put into getting one will be appreciated. 


Receiwng a giit 
You should receive the gift in the manner in which it was given even if the 


gift may not appeal to you. 


Always be polite, saying ‘thank you’ and give an example of how you will 
use the gift. 


Send a thank you note if the gift is being opened later, such as after a 
wedding. 


fending, a git oversea 


Allow time for postage. Check with your local post office for how long it will 
take to send certain sized items. 


Consider sending a cheque and specifying exactly what you had intended 
them to spend the money on if it is too hard to post the gift. 


4 
RETREATING POLITELY 


“You can’t repel without a cause even if you are James Dean.’ 
Dr Greg Francis 


My husband, while at a conference, was talking to a colleague who was 
constantly scanning the room for someone else to network with. When 
someone else walked by, this colleague stopped mid-sentence and walked 
over to them and began a new conversation leaving my husband standing 
gob-smacked at his rudeness. In pursuing his own agenda he was unaware of 
his actions and the impression he left on my husband. This person could have 
easily retreated in a polite way simply by saying, ‘Please excuse me for a 
moment, I need to catch this person before they leave.’ 


Causes to leave 


¥ You’re not comfortable/interested with the conversation 
¥ Time constraints 

¥ Feeling awkward/inadequate 

* You see someone else you would like to talk to 

* You don’t get along with this person 


* Conversation has been exhausted. 


what to do 


These tips apply to all situations even when not face to face. For instance, 
when you’re about to run out the door or you have somebody with you and 
the phone rings, as soon as you answer, excuse yourself before a conversation 
begins. Let them know your situation and you will call them back later to 
avoid making the other person feeling embarrassed for holding you up 10 
minutes down the track. 


¥ Think of the other person’s feelings and how your leaving might appear 
to them 


¥ Let them finish what they are saying before you excuse yourself 

¥ Excuse yourself politely giving a reason as to why you need to move on 

% Pre-empt a situation you know you may struggle with, such as an in- 
depth conversation you know you have difficulty talking about, and 
excuse yourself early on 


¥ Make them feel important, not second best 


¥ Let them know you have enjoyed talking to them before you move on; 
for example, ‘Nice chatting to you, Peter. We’ll catch up again soon.’ 


wat nok bo do 


¥ Don’t leave before the current topic is completed 


x Don’t scan for the next person to talk to until you finished the 
conversation you’re engaged in 


¥ Don’t walk away without an acknowledgment from the other person 


* Don’t leave the other person stranded. 


Leaving, a funckion properly 


When you leave, thank your host for their hospitality making mention of 
what you enjoyed, such as the food, music or decorations. 


When to leave 


* When attending a dinner party, you would be expected to stay through 
the entire meal, but it is acceptable to leave before coffee is served 


¥ As for large parties, such as a wedding reception, graduation party etc 
where there are many guests, try not to leave before the speeches and/or 
the cutting of the cake 


* When at a work function you don’t have to wait for the boss to leave 
before you do 


* When attending events such as a speech, art show, or demonstration, you 
should only walk out in the case of an emergency. 


Leaving early 


Everyone has been in the situation where you need to leave a function early. 
This could be due to babysitting constraints, that you’re double booked, or 
you just don’t want to be there. It’s always better to make an appearance for a 
short time. 


Give advance warning when arriving. You may say, ‘Thank you for 
inviting me. I just want to let you know that I need to leave early.’ Otherwise, 
let them know when you RSVP. Leave quietly without making a song and 
dance about your exit as this may prompt other people into thinking about 
leaving, killing the party atmosphere. Say quiet goodbyes to people you know 
and people you were talking to then find the host to thank them and say 


goodbye. 


IS 


(HOOL REUNIOUN( 


“Those school girl days of telling tales and biting nails are gone.’ 
song lyrics of “To Sir, With Love’ 


With just the mere mention of the word ‘school’ a memory of some sort 
immediately comes flooding back to you. For me it’s continually being sent 
out of class for laughing or talking. Whether our school days were a positive 
experience or not, thoughts and feelings associated with school and our 
classmates have been indelibly cast in our minds. 


Everyone who went to school was aware of the existing ‘groups’ within 
the year and particularly the group that you found yourself in or at least 
aspired to be in (if not then, at least in retrospect). This could have been 
anywhere from the cool group to the leg-tanners, the dorks to the sporty 
groups, the tech heads to the try-hards or floating between a few. Depending 
on which group you fell into can greatly influence how you feel about 
attending your school reunion. You are presented with the opportunity to 
meet the classmates you looked up to; those who possibly teased and 
tormented you; or who you looked down on and perhaps made school life 
hard for; as well as good friends you have lost touch with and those that you 
never got to know really well. Whatever the case may be, a school reunion is 
a great way to add to positive memories of school and your peers as well as 
leaving a lasting impression of yourself beyond the school arena. 


Usually the first reaction to receiving the invitation is to throw it away; but 
here are some reasons you should go: 


¥ Add to history 
* Rewrite not so positive memories 
¥ Catch up with long lost friends 


% Reminisce 


¥ Kill your curiosity and find out what every one does now, who’s 
married, has children etc. 


Phys cal preparation 


In order to maximise the enjoyment of your school reunion you should be 
well prepared. Even if you have not yet received an invitation you can 
anticipate the year in which it will fall and start planning. If you know your 
high school reunion is next year, think about beginning to get fit and/or lose 
those extra kilos now. Working out and getting fit will give you more 
confidence when going to your reunion. 


Closer to the day of the reunion look at school photos and /or yearbooks to 
reacquaint yourself with former schoolmates and their names (depending on 
how long it’s been since you’ve seen them and how good your memory is). 


¥ Plan ahead what you will wear, how to freshen up your look etc 
¥ Make a note in your diary of when to book hair and beauty appointments 


* Do you take your partner? You may find yourself spending more time 
being concerned about whether they are having a good time 


»* Arrange to go with an old school friend. It’s always easier going with 
someone than going alone. 


Emotioval preparation 


When I was faced with my 10 year school reunion, the first thought that 
crossed my mind was ‘Oh no, I have to lose weight’. More often than not we 
are more concerned with what we look like 10 years on, or what we have 
achieved and how successful our career has been than what took place at 
school. Then we reminisce about friends and all we got up to together. This is 


often followed by curiosity and thoughts of what happened to so and so. 


A friend of mine recently attended her school reunion, and was pleasantly 
surprised when one of the popular boys, who while at school, had never given 
her the time of day, now sought her out. He was really friendly and genuinely 
interested in her. 


Another friend of mine recently attended her 20th year school reunion. She 
had a very positive experience overall, but the one thing she found very 
surprising was how nice some of the people were. Girls that she did not know 
well at school or even talked too very much, turned out to be people she 
could see herself being good friends with now. 


It’s great to look fantastic on the outside but equally important to be 
healthy on the inside so it’s a good idea to think about getting emotionally 
prepared. You are likely to come across people you loved, feared and even 
hated. Be prepared to have a positive attitude toward everyone, and 
remember that people change a lot from high school and they are in the same 
boat and likely to be facing the same feelings as you. 


Don’t go with preconceived ideas. Even though we are likely to have 
assumptions of what became of our peers, based on what they were like to us 
at school, but don’t let these ideas prevent you from seeing who they really 
are. 


Once you" ve there 


Be natural and let people see the real you. There’s nothing worse than 
exaggerating, and getting caught by those you’re trying to impress. If you 
feel a need to enhance your situation slightly, keep it to a minimum. 
Remember it’s a small world out there, and since you’ll be telling your story 
to a lot of people the risk of exaggerating is that you won’t remember your 
‘story’ and it won’t be consistent. And who needs that extra stress? 


Don’t only talk to those you already know—instead spend time catching 


up with those you haven’t seen in years. As an adult you may find you have 
more in common with them now than in school. 


Even as adults, high school reunions have the ability to bring out all our 
school insecurities and though essentially we know the opinions of others are 
not releveant, part of us still wants to impress our former peers. 


Above all, we want to leave a lasting impression that we are comfortable 
with who we have become. 


A FINAL Nort 


Socialising can be a source of great pleasure so it’s worth trying to develop 
useful skills to help you. Meeting new people and maintaining existing 
relationships enriches your life and is a great way to have fun. We hope this 
book will be a handy little reference for you, to encourage you to get out 
there and practise the art of socialising! 


